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Welcome to the West Plaza Hotel! 
 

We trust your stay with us is a pleasant one. 
Following you will find information about the hotel & its surroundings. If we have omitted any details or you 

would prefer a physical copy of our compendium delivered to your room, please feel free to contact our 
friendly reception team by dialling ‘0’ from the phone located in your room. 

 
We are a completely non-smoking hotel; this also includes the use of E-cigarettes.   

There are areas at the rear of the hotel for smoking. 
A $250 charge will apply for smoking in the room. 
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General Information   

LOCATION 

110 Wakefield Street, Wellington 6011 

West Plaza Hotel is centrally located, right next to the 
Wellington Civic Centre and close to all major commercial, 
cultural, and sporting facilities.  
 

Postal:  PO BOX 11648, Wellington 6011  
Phone:  +64 4 473 1440 
Freephone:  0800 731 444 (Within NZ only) 
Email:    reservations@westplaza.co.nz  
Website:  westplaza.co.nz 
 

TRANSPORT 

Taxis can be arranged at reception, either in person or by 
dialling ‘0’.  We have set rates available with Wellington 
Combined Taxi  
(04 384 444) to the following locations:  
 
From Wellington Airport to the Hotel - NZD$40.00 
(Please use reference APWP) 

To get to the following destinations from the hotel, please 
quote pin number 55555 or collect a card from reception. 
 
Wellington Airport – NZD$40.00 (7km, 20 minutes by road) 
Ferry Terminal – NZD$20.00 (4km, 10 minutes by road)  
 

All times by road are subject to traffic conditions. 
Wellington Combined Taxi charge a 15% merchant fee for  
EFTPOS or Credit.  Cash avoids this fee. 

 

TELEPHONE DIRECTORY  

Reception/Wake Up Call   0 
Outside Line    1 
STD/ISD    1, STD/ISD code 
Collect Calls    0 
City Dining & Bar – Restaurant   256  
Room Service     255 
Room to Room     Room number 
Housekeeping     265 
Reservations    249 
Conferences    554  
Sales & Marketing    552 

Direct dial to hotel – 04 473 1440 (followed by extension 
number i.e.: your room number) 

Refer to the phone for further options or dial ‘0’ at any time 
for assistance.  

Please note that the use of a calling card to access a local 
number will result in a call charge.  

 

UNLIMITED INTERNET ACCESS 

To access the internet, connect your device to the ‘West 
Plaza’ network. When you first attempt to connect to a 
website, you should be brought to a login page.  There is a 
box called ‘Complimentary’ you can log in using the 
password Bookdirect (case sensitive). 
If you are not prompted with a login page, typing 
‘192.168.22.1’ into your web browser should bring you to 
this page.  If that does not work and you have multiple web 
browsers (i.e. Firefox, Chrome) please try each one. 
If you are still unable to connect, please do not hesitate to 
contact reception by dialling ‘0’.   

FOOD & BEVERAGE 
City Dining & Bar is situated on the ground floor of the hotel, 
please see below the hours of service. Our menus can be 
found from page 11 of this compendium. 

Breakfast               7.00AM – 9.30AM weekdays 
 7.00AM – 10.00AM weekends  

Dinner      5.30PM – 9.00PM  
       

Bar       Open at 4.00PM  
     Happy hour 4-6PM 

 

 

MENUS 

(Click below to jump straight to a menu) 
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Safety Information  

Police, Fire Department or Ambulance          Dial 1, 111 

 

A hotel evacuation plan can be found by the door in your 
room, please make sure you have familiarised yourself with 
your nearest fire exit. Our staff members are trained to 
respond to any emergency situation.  

 

Fire – Evacuate & Assemble.  

If you hear a continuous fire alarm, immediately leave the 
building via your nearest safe exit.  
Assemble at the closest designated assembly point. 

If you locate a fire, remain calm and follow the steps below: 

• Immediately leave the area 
• Dial 111 from your mobile, or 1111 from the in-

room telephone, for Emergency Services 
• Tell the operator: 

 the nature of the problem, e.g. fire, smoke, 
heat, sparks etc.  

 the exact location of the problem e.g. room 
number 224 

 your name, and location 
 once letting Emergency Services know, 

please inform reception if you have not 
done so already. 

Do not enter the building again until instructed to do so. 

 

Earthquake – Drop, Cover & Hold.  

 

 

 

Move no more than a few steps, drop to the ground, take 
cover & hold on.  
Please do not evacuate (unless instructed to do so.) 
Wait for the shaking to stop, and then follow any instructions 
given by staff and safety wardens.  

In an emergency, please DO NOT use the elevators, or 
phone reception as we may need the line for emergency 
calls. 

If you may need assistance in an emergency, please let 
reception know so we can make sure you are looked after & 
safe.  

More about Earthquake Safety can be found here. 

 

 

Remember: 
 

• If you may need assistance in an emergency, please let 
reception know so we can make sure you are looked 
after & safe. 
 

• In an emergency, please DO NOT use the elevators, or 
phone reception as we may need the line for emergency 
calls. 
 

• Walk at all times and remain calm.  Please follow the 
instructions of staff and safety wardens.  Our staff are 
trained in our Emergency Management Procedures. 
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Service Directory 

ADAPTERS 
We have a limited selection of adapters available from reception. 
We put a charge of $30 onto your account & then once it is 
returned, we remove the charge from your account. 

BAGGAGE SERVICE 
For portering & baggage services, please dial ‘0’.  

BANKS 
Most banks operate branches on Manners Street & Willis Street. 
Most banks are no longer buying or selling foreign cash. 

BAR 
City Dining & Bar is situated on the ground floor and is open from 
4PM daily. Happy Hour is served from 4PM – 6PM.  

BREAKFAST 
Breakfast is served at City Dining & Bar on the ground floor every 
morning from 7.00AM.  

BUSINESS SERVICES  
Photocopying is available 24/7 from reception. 20c per page.  
Black & white only. 

CHECK-OUT TIME  
Our check-out time is 10.00AM. Bags can be stored in our 
baggage storeroom at reception.  

CREDIT CARDS 
The following credit cards are accepted:  
- American Express  - Diners Club  - Mastercard 
- Farmlands/CRT   - JCB  - Union Pay 
- Visa 

DENTIST OR DOCTOR  
Please contact reception by dialling ‘0’.  

FRESH MILK  
Dial ‘0’ to have a jug of blue or trim milk delivered to your room.  

 

DRY-CLEANING 
Please contact reception by dialling ‘0’ should you have any dry-
cleaning needs. For same day service this needs to be arranged 
prior to 8am on the day. Please bring your items down to 
reception. Not available on public holidays or weekends.  

DO NOT DISTURB  
Please place your ‘Privacy Please’ sign on the outside of your 
room door to ensure that your privacy is upheld. Please note, 
fresh towels etc will be left outside your door with this option.  

If you place your ‘No Service Today’ sign on the outside of your 
room door, no service will be completed. 

FANS & HEATERS  
A bladeless heating and cooling purifier fan is found in your room. 
For instructions on how to operate the heater, please click here. A 
fan is also located by the wardrobe. Please dial ‘0’ with any 
questions.  

HAIRDRYERS  
Located in the wardrobe of your room. Where a hairdryer is not 
present, please contact reception by dialling ‘0’ to have one 
delivered. 

HOUSEKEEPING SERVICES  
Our housekeeping team provide daily servicing between 7.30am – 
2pm. If you do not wish for your room to be serviced, please let 
us know by dialling ‘0’ for reception, or using the appropriate side 
of the door hanger. 

INFORMATION & LOCAL ATTRACTIONS 
The Wellington i-SITE Information Centre is located opposite the 
hotel at 111 Wakefield Street.  Tours & sightseeing can be booked 
here. 

IRONING FACILITIES    
Located in the wardrobe of your room. Where an iron or ironing 
board is not present, please contact reception by dialling ‘0’ to 
have one delivered. 

MEETING ROOMS 
We have four meeting rooms available at the hotel. Our 
Conference Coordinator will be pleased to discuss your 
requirements.  Dial 554. 

 

PARKING 
Limited guest parking is available at a cost of $25 per day.  
The hotel accepts no liability for loss or damage. 

ELECTRIC VEHICLE CHARGER 
Electric Vehicle Charging is available onsite at a fixed cost of $15 
for an overnight charge. Please enquire at reception. 

POST OFFICE  
Located on Manners Street (a short walk through Lombard Lane at 
the back entrance of the hotel). Letters may be left at reception for 
posting.  Standard postal charges apply.  

ROOM SERVICE  
Our menus are located from page 11 of this compendium.  The 
breakfast and dinner menus are available during applicable 
restaurant hours.  
A fee of NZD$4.00 will apply for room service orders.  
Dial ‘255’ to place an order.  

SECURITY 
Please make use of the safety deposit facilities available at 
reception. We are unable to accept responsibility for any valuables 
left in your room.  
The doors to the lobby are locked each night and will require you 
to use your accommodation key card for access. 

TOILETRIES  
A selection of toiletries are available for purchase from reception.  

URGENT PHARMACY 
17 Adelaide Road, Newtown  
Phone:   04 385 8810 
Hours   9.00AM – 9.00PM Monday to Friday  
  8.00AM – 9.00PM Weekends 

VOLTAGE 
New Zealand current is 240 volts. A dual razor only socket is 
located in the bathroom. 

WAKEUP CALLS 
Contact reception by dialling ‘0’ to arrange a wake-up call. Your 
bedside clock radio also has an alarm which can be set.  
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Service Directory 

OTHER SERVICES CLOSE TO THE HOTEL 

 

LIBRARY 
Te Awe Library  29 Brandon Street 
Arapaki Library  12 Manners Street 

CINEMAS 
The Embassy   10 Kent Terrace 
Light House Cinema 29 Wigan Street 

HAIRDRESSERS 
Buoy Salon & Spa  100 Willis Street, Ph: 04 472 3430 

CONVENIENCE STORE & POST OFFICE 
Night & Day Store  49 Manners Street  
 

 

WE ARE NUMBER ‘12’ ON THE ABOVE MAP.  CLICK THE IMAGE TO BE TAKEN TO AN 
ENLARGED VERSION OF THE MAP. 
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Bladeless Heating & Cooling Purifier Fan Operation  

Please do not hesitate to contact reception by dialling ‘0’ if you require any assistance.  
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